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1-PREAMBLE 



This .Agreement of seventeen (17) pages entered into this 

day of 1978 

by and between the Board of Education of the Town of Bloomfield, 

New Jersey, hereinafter called the "Board" and the Bloomfield 
Educational Secretaries Association, Inc., hereinafter called the 
"Association" is for the school fiscal year beginning July 1, 1978 
and ending June 30, 1979 and is in accordance with Chapter 303 , Laws 
of 1968 , as amended by Chapter 123, P-1- 1974. 

IN WITNESS WHEREOF, the parties hereto have set their hands 
and seals or caused this instrument to be duly executed by their 
proper officers and their seal affixed, the day and year first 
above written. 


President____ ____— 

Bloomfield Board of Education President 

Bloomfield Educational Secretaries 
Association, Inc. 


Attest: 


Secretary .“ ~. ... .. Secretary 

Bloomfield Board of Education Bloomfield Educational Secretaries 

Association, Inc. 
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2-RECOGNITION 


WHEREAS, the Bloomfield. Educational Secretaries Association, Inc. 

represents the majority of the office employees of the 
Bloomfield Board of Education whose salaries are determined 
in accordance with the office personnel salary guide, and 


WHEREAS, Chapter 303 of the Laws of 1968 , as amended by Chapter 

123, p.L. 197b, provides that an association which enrolls 
the majority of public employees in specific category of 
employment is the legal negotiating unit for such employees, 
now, therefore, be it 

RESOLVED, that the Bloomfield Board of Education recognizes the 
Bloomfield Educational Secretaries Association, Inc. 
as the official negotiating unit for those persons on the 
office personnel salary guide who are under contract to 
the Bloomfield Board of Education for the school year 

1978-1979. 


3- NEGOTIATION PROCEDURE 

A. The parties agree to enter into collective negotiations over a 
Successor Agreement in accordance with Chapter 303? Public Laws of 
1968 as amended by Chapter 123? P.L. 197^+ ? in a good faith effort 
to reach an agreement on matters concerned with the terms and 
conditions of office employees employment and grievance procedures. 
Such negotiations shall begin not later than the date prescribed.by 
PERC in the calendar year preceding the school fiscal year in which 
the agreement shall be in effect. Any agreement so negotiated shall 
be reduced to writing as promptly as practicable and be signed by 
the Board and the Association. 

B. During negotiations, the Board and the Association shall present 
relevant data, exchange points of view and make proposals and 
counterproposals. The Board shall make available to the Association 
for inspection, records deemed to be pertinent to the conditions 

of employment except those defined as classified and confidential oy 
the State Department of Education. Not later tnan January 15 of each 
year, the Board shall provide the Association with a tentative line 
budget figure for the next school fiscal year. 
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3 --NE GOTIATION PRO CE DURE (coat'd) 

C. Neither party in any negotiations snail have any control 
over the selection of the negotiating representatives of 
the other party. The parties mutually pledge that their 
representatives shall be authorized to make proposals, 
consider proposals, and make counterproposals in the course 

of negotiations; however, final authority to approve proposals 
shall rest with the Board of Education and the Bloomfield 
Educational Secretaries Association, Inc. .according to the 
Constitution and By-Laws of the Association. 

D. If the Board and the Association are unable to agree, then 
either party may request of the other that the matter shall 
be submitted to advisory mediation. Such requests shall be 
in writing, and the acquiescence therein shall also be m 
waiting. If either party refuses such request, the matter 
will be referred to the New Jersey Public Employment relation* 

Commission. 

The Board and the Association each shall select an advisor 
and notify the other of the advisor selected within ten (10) 
work days after the request for advisory mediation. A third 
member, who shall be chairman, shall be named by the first 
two within ten (10) work days. 

This advisory board shall report recommendations for settle¬ 
ment within ten (10) work days. The recommendations shall 
be submitted to both parties and shall be made public. 

Each advisor shall be paid by the party selecting him, and 
the expense of the chairman shall be shared equally by the 
Board and the Association« 

E. In the event an agreement cannot be reached, the matter shall 
be referred to the New Jersey Public Employment Relations 
Commission for fact finding and/or advisory mediation. 


4-GRIEVANCE PR OCEDURE 


Definitions 

1. A ''grievance" is a claim based upon an event or condition which 
affects the welfare and/or terms and conditions of employment 
of an employee or group of employees and/or the interpretation, 
meaning or application of any of the provisions of this 
Agreement. 

2. An "aggrieved person" is the person or persons making the claim 
or the Association making the claim. 


Page 3 




4-GRIEVANCE PROCEDURE (coat'd) 


3. A "party in interest" is the person or persons making the 

claim and any person who might be required to take action or 
against whom action might be taken in order to resolve the 
claim. 

Purpose 

1. The purpose of this procedure is to secure, at the lowest 
possible level, equitable solutions to the problems which may 
from time to time arise affecting the welfare or terms and 
conditions of employment of employees. Both parties agree 

that these proceedings will be kept as informal and confidential 
as may be appropriate at any level of the procedure. 

2. Nothing herein contained shall be construed as limiting the 
right of any employee having a grievance to discuss the matter 
informally with any appropriate member of the administration, 
and having the grievance adjusted without intervention of the 
Association, provided the adjustment is not inconsistent with 
the terms of this Agreement. 

Procedure 


Each employee has a right to be heard by his supervisor, princip; 
assistant superintendents, superintendent, and Board of 
Education, on conditions concerning his employment. It is 
understood that he will proceed through the levels outlined 
in this procedure. Grievances shall be submitted on a form 
available in the office of the principal. 

All employees, including grievant or grievants, shall continue 
under the direction of the superintendent and other administrator 
regardless of the pendency of the grievance until such 
grievance is officially resolved. The continuance of duty will 
not consitute an agreement as to the dispositon of the grievance. 

It is the intent of both parties in interest to process all 
grievances as expeditiously as possible. 

In the event a grievance is filed at such time that it cannot 
be processed through all the steps in this grievance procedure 
by the end of the school year, and if left unresolved until the 
beginning of the following school year, could result in 
irreparable harm to a party in interest, the time limits set 
forth herein shall be reduced, so that the grievance procedure 
may be exhausted prior to the end of the school year or as soon 
thereafter as is practicable. 
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4—GRIEVANCE PROCEDUR E (cont'd) 


Concerning all levels, both parties shall adhere to the 
following schedules for submitting and processing grievances 
except under unusual and extenuating circumstances. 

Rights to Employees to Representation 

Any party in interest may be represented at all stages of the 
grievance procedure by himself or, at his option, by a repre¬ 
sentative selected or approved by the Association. When an 
employee is not represented by the Association, the Association 
shall have the right to be present and to state its views at all 
stages of the grievance procedure. 

Level 1 


Any aggrieved person must present his grievance to his pripaipnl/ 
supervisor within thirty (30) work days of the occurrence. After 
discussion of the grievance, the pri ncipa.l, supervisor must reach 
a decision within six (6) work days of the date in which the 
grievance was presented. 

Level- 2 

if no resolution has been reached after the six (6) work day 
period, the aggrieved person may present his grievance to the 
Association within ten (10) work days * This presentation must be 
made in writing. This presentation will be made for the purposes 
©f studying the merit of the grievance and/or to see if the 
grievance can be resolved through the grievance committee. The 
grievance committee reserves the right to consult with the 
aggrieved person’s principal/supervisor in order to racilitate 
resolution of said grievance. A decision must be reached at this 
level within six (6) work days. 

Level 3 


If no resolution has been reached at level 2 S the grievance may 
be submitted in writing to the superintendent of schools within 
ten (10) work days. The superintendent must rule on the grievance 
within fifteen (15) work days in writing. 

Level 4 

If no resolution has been reached at Level 3, the grievance may 
be submitted in writing to the Board within ten (10) work days. 

The Board must rule on the grievance within fifteen (15) work days. 
The Board shall respond in writing within this period to the 
individual or group presenting the grievance and shall inform 
the Association of its action. 
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4- GRIEVANCE PROCEDURE (cont'd) 


Level 5 


If Level 4 does not result in resolution, the aggrieved person may 
request in writing within ten (10) work days that the Association, 
through the proper officers and/or committees, submit the 
grievance to advisory mediation. If the Association feels that the 
grievance is meritorious, it may submit the grievance to mediation 
within ten (10) work days after receipt of this request by the 
aggrieved person. 

The Board and the Association will each name one advisor within 
ten (10) work days. A third member, who shall be chairman, shall 
be named by the first two within fifteen (15) work days. If the 
parties are unable to agree on the third member, he shall be 
selected in accordance with the rules and regulations of the 
American Arbitration Association. 

This advisory board shall report recommendations for settlement 
within ten (10) work days. The recommendations shall be submitted 
to both parties. 

Each advisor shall be paid by the party selecting him, and the 
expense of the chairman shall be shared equally by the Board and 
the Association. 

Miscellaneous 


1. If, in the judgment of the Association Grievance Committee, a 
grievance affects a group or class of employees, the Grievance 
Committee may submit such grievance in writing to the superin¬ 
tendent directly, and the processing of such grievance shall 
be commenced at Level 2. 

2. Decisions rendered at Level 1 which are unsatisfactory to the 
aggrieved person shall be in writing setting forth the decision 
and the reasons therefore and shall be transmitted promptly to 
all parties in interest and to the chairman of the appropriate 
association committee. 

3. All documents, communications and records dealing with the 
processing of a grievance shall be filed in a separate grievance 
file and shall not be kept in the personnel file of any of the 
participants. 
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4- GRIEVANCE PROCEDURES (cont’d) 


4. Forms for filing grievances, serving notices, taking appeals, 
making reports and recommendations, and other necessary 
documents shall be prepared jointly by the superintendent 
and the Association and given appropriate distribution so as 
to facilitate operation of the grievance procedure. 

5. All meetings and hearings under this procedure shall not be 
conducted in public and shall include only such parties in 
interest and their designated or selected representatives, 
heretofore referred to in this section. 


5 - BOARD of education's legal prerogatives 

The right to manage the school system and to direct the personnel 
and operation of the schools, subject to the limitations of this 
Agreement, is exclusively vested in and retained by the Board. 
Furthermore, nothing in this Agreement shall be construed to 
diminish or remove from the Bloomfield Board of Education, the 
authority or responsibilities which are vested in it by New Jersey 
Revised Statutes Title 18A. 
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6-TERMS AND CONDITIONS OF EMPLOYMENT 


A—1 Working Hours, 

All office personnel will be on duty from 8:00 A.M. to 4:00 P.M. 
during the days school is in session. All personnel will be 
entitled to a one—hour lunch period. 


A-2 Vacation Polic\ 


All 42-week personnel will be entitled to the regular school 
vacations. 


B. 


All 44 week personnel will be entitled 
vacations except the periods from the 
to the opening day of school and from 


to the regular school 
first day of September 
the close of school in 


June until June 30. 


C. All 52 week personnel will be entitled to a fifteen (15) day 
vacation annually after completing one year of employment. 
Personnel who begin employment after July 1 will be entitled 
to a pro-rata portion of the annual vacation allowance. An 
additional vacation day will be allowed each employee after 
the completion of the 16th, 17th, 18th, and 19th year ©f 
service. lj -'otal vacation allowance would be as follows: 


Years of Service 


Vacation Allowance (Days 


16 

16 

17 

17 

18 

18 

19 

19 


D. All 52-week personnel who have completed twenty (20) years of 
service with the Bloomfield Board of Education will be 
entitled to a twenty (20) day vacation for each fiscal year 
(July 1 to June 30). 
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OFFICE HOLIDAYS 


1978 - 1979 


Twelve Month Personnel 


July 

3 

4 

Monday 

Tuesday 

September 

4 

Monday 

October 

9 

Monday 

November 

3 

Friday 


22 

Wednesday 


23 

Thursday 


24 

Friday 

December 

22 

Friday 


25 

Monday 

January 

1 

Monday 

February 

19 

Monday 

April 

13 

Good Friday 

May 

28 

Monday 


(Classification l 

C, D, 

and F) 

Independence Day 


Closed 

Closed 

Labor Day 


Closed 

Columbus Day 


Closed 

H.J.E•A. Convention 
Thanksgiving Recess 

T! »t 

If It 

12:30 

Closed 

Closing 

Closed 

Closed 

Christmas Recess 

if n 

12:30 

Closing 

Closed 

New Year 1 s Day 


Closed 

Washington's Birthday 


Closed 



Closed 

Memorial Day 


Closed 


Total 12 


Ten Month Personnel 

Elementary Schools (Classification Ii and 1-42 weeks) 

Secretaries will report for duty on September 5? 1978 
and work the regular school calendar. 


Secondary Schools and Administration Building 

; '•(Classification B,E,G, & L-44 weeks) 

Secretaries will report for duty on September 1, 1978 and 
work the regular school, calendar until June 30, 1979* 
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8 - OFFICE PERSONNEL - CLASSIFICATION ASSIGNMENTS 
Classification Position Title Position.location 


Number of 
Positions 


B 


D 


E 


H 


Office Manager 

Bookkeeper 

Payroll Bookkeeper 

Bookkeeper, Special Accounts 

Office Manager 

Office Manager 

*Secretary 

Secretary 

^Secretary 
, Clerk-Typist 
Secretary 
Secretary 

Asst. Office Manager 
Secretary 

Asst. Office Manager 
Asst. Office Manager 

Secretary 
Clerk-Typist 

Switchboard & Receptionest 
Clerk-Typist 
Clerk-Typist 

Clerk-Typist 
Clerk-Typist 
Clerk-Typist 
Clerk-Typist 
Clerk-Typist 
Clerk-Typist 

Elementary Secretary 


Elementary Secretary 


Library Technician 


Senior High School 
Board of Education Office 
Board of Education Office 
Board of Education Office 
North Junior High School 
South Junior High School 

Board of Education Office 
High School Principal 

Superintendent's Office 
Board of Education Office 
High School Guidance 
Pupil Services 
Senior High School 
Curriculum Office 

North Junior High School 
South Junior High School 

Board of Education Office 
High School Office 
School Admin. Bldg. 

Board of Education Office 
Curriculum Office 

Pupil Services 
Senior High School 
High School Guidance 
South Junior High School 
North Junior High School 
Senior High School 

Forest Glen School 
Oak View School 
Brookside School 
Watsessing School 
Franklin School 
Brookdale School 

Fairview, Carteret 
Demarest, Berkeley 

Senior High School 
South Junior High School 
Elementary Schools 
Processing Center 


1 

1 

1 

1 

1 

1 

2 

1 

1 

1 

1 

2 

1 

1 

1 

1 

1 

1 

1 

2 

1 


1 

2 

1 

2 

3 

1/2 

1 

1 

1 

1 

1 

1 

2 

2 

2 

1 

1 

1 


T+HT/2 


-^Confidential employees as per N.J.S.A. 34:13A-p 


(g) as per decision rendered 

by the Executive Director of the Public Employment Relations Commission on 
5 / 28 / 76 . Although excluded from membership in BESA, these posiuions are paid 
on the basis of Board-BESA negotiated contract. 
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10-RULES GOVERNING EMPLOYEE’S ABSENCES 


A. Sick Leave 

1. The Board Trill grant twelve (12) days of sick leave per year to each 
10-month employee without deduction in pay and fourteen (14) days of 
sick leave per year to each 12-month employee without deduction in 
pay, such leave being granted as of the first day of the school year. 
Unused sick leave in any year shall be allowed to accumulate. 

Deduction of sick days allowable at the same rate may be made if the 
employee resigns or leaves before the completion of the school year. 

2. In case of sick leave claimed, the Board may require a physician’s 
certificate to be filed with the Secretary of the Board of Education. 

3. Sick leave is hereby defined to mean the absence from his or her post 
of duty, of the employee because of personal disability due to illness 
or injury, or because he or she has been excluded from school by the 
school district’s medical authorities on account of a contagious dis¬ 
ease or of being quarantined for such a disease in his or her immediate 
household. 

4. Terminal Leave 

Payment for unused sick leave days upon retirement, effective 
July 1, 1977 and following three (3) months written notice to the 
Board of Education of intention to retire (excepting in cases of 
emergency with Board approval) office personnel will be paid one day 
for every four days of unused accumulated sick days at the substitute 
rate of pay of $17.00 per day—maximum allowable accumulation—200 days. 
(Maximum total possible payment is $850.00) Retirement for this purpose 
means to be eligible for a pension from the Board of Education Pension 
Fund of Essex County or having completed fifteen (l5)years of service 
in the Bloomfield school district. 

B. Extended Absence for Illness 

When absence, under circumstances described above, exceeds the annual leave 
and the accumulated leave, the Board will consider each case on its indivi¬ 
dual merits. 

C. Allowance for Absence Other than Personal Illness 

This policy shall cover brief absences not chargeable to sick leave or 
for professional reasons directly beneficial to the school system. The 
provisions for leave at full pay stated below shall be for one year, and 
no unused days shall be accumulative for use in another year: 
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1 O-RULES GOVERNING EMPLOYEE"S ABSENCES icont'dj 


1. Death in the Immediate Family - An allowance of up to five 
days leave shall be granted. 

Definitions Immediate Family shall include—Husband, wife, 
mother, mother-in-law, father, father-in-law, child, sister, 
brother, grandfather, grandmother, or anyone making his or 
her home with the family or anyone who actually stands in 
the position of a member of the immediate family to the 
employee. 

2. Serious illness in the immediate family- An allowance of 
up to three days leave shall be granted. (Immediate 
family same as (1) above.) 

3. Death of Relative of the Second Degree - An allowance of 
one day's leave shall be granted. 

Definition: Uncle, aunt, niece, nephew, cousin or relative 

by marriage. 


Other Emergencies of Personal Nature 

An allowance of up to a total of three 
a school year, with prior approval, by 
Schools for the following reasons: 


(3) days leave during 
the Superintendent of 


(The three (3) day allowance is the total leave for 1,2,3, and 

4. It is not three days leave for each.) 


1. observance of a day of holy obligation (days on which the 
religious tenets of an employee's faith prohibits work). 


2. Court Subpoena. 

3. Marriage of employee 

4. A personal day may be taken from the three days allowed 

in Section D, if a letter is submitted to the Superintendent 
of Schools, preferably in advance, stating that the day,, s 
leave was necessary for urgent personal reasons. This 
provision may be rescinded temporarily or permanently by 
the Board upon recommendation of the Superintendent if 
abuses are evident. This may be done by a letter to the 
Association giving thirty days notice. 

5 Any other emergency or urgent reason not included in (1) 

to (3) above, if approved by the Superintendent of Schools 

or the Board of Education. 
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10 - RULES GOVERNING EMPLOYEE'S ABSENCES (coat'd) 


E. An allowance of a total of one (1) day leave during a school 
year, with prior approval for the following: 

(The one (1) day allowance is the total leave for 1,2,3,4, 
5,6,7 and 10. It is not one day for each.) 

1. Moving. 

2. House Closing 

3. Graduation of son, daughter, or spouse from college. 

4. To receive a degree. 

5. To take a special professional examination. 

6. To enter a son or daughter into his or her first year 
of college, provided a formal request is made to the 
Superintendent at least one (1) week prior to the day 
requested. 

7. To settle an estate 

8. For paternity (2 days). 

9. One (1) day will be allowed for both moving and house 
closing, if required. 

10. Marriage of child. 

11. Any other emergency or urgent reason not included in 
(1) to (9) above, if approved by the Superintendent 
of Schools or the Board of Education. 

F. For the protection of the employee and for the proper 
payroll accounting and audit, every absence for a half 
day or more must be accounted fer on the regular Board 
of Education Employee's Absence Report. 
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11-MATERNITY LEAVE POLICY 


Maternity leave will be granted in accordance with applicable 
New Jersey law. 

The removal of any tenured or non-tenured employee from her 
duties should not be based solely on the fact of pregnancy of 
a specific number of months. 

The removal of such an employee would be based on a noticeable 
decline in her performance, failure to produce certification from 
her physician concurred in by the Board's physician that she is 
medically able to continue her duties, or for any other just cause. 

A tenured or non-tenured employee may apply to the Board for a 
leave of absence without pay and shall be granted that leave at 
any time before the expected date of birth and continuing to a 
specific date after the birth. Date of return may be further 
extended for proper cause. The Board of Education need not extend 
the leave of absence of a non-tenured employee beyond the end 
of the contract school year in which that leave is obtained. 

A tenured or non-tenured employee may not be barred from 
returning except for lack of sufficient medical evidence of 
capability or because of failure to specify a date of return. 

Similar leave provisions shall apply to any female employee under 
tenure adopting an infant child. 

12- HEALT H-CARE INS URA NCE PROGRAMS 

A. The Board of Education will pay the premium for each employee 
and his eligible^,, dependents (full family coverage) who 
enrolls in the health-care insurance program provided by the 
Board of Education. 

B. Provisions of the health-care insurance program shall be 
detailed in master policies on file in the Board of Education 
office and in individual certificates issued to those 
employees who enroll. The provisions of the health-care 
insurance program shall includes 

1. Hospital room and board and miscellaneous covered charges. 

2. Out-patient benefits 

3. Laboratory fees, diagnostic expenses and therapy treatments. 

4. Maternity cost. 
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12-HEALTH-CARE INSURANCE PROGRAM (coat'd) 


5. Surgical costs. 

6. Major Medical coverage. 

C. Any increase in health-care benefits provided for in the 
teachers 1 contract shall be extended to employees covered 
by this Agreement. 


13- DEDUCTION FROM SALARY 

Members may participate in tax sheltered annuity programs offered 
by the Variable Annuity Life Insurance Company (VALIC) or the 
Supplemental Annuity Collective Trust of the Division of Pensions 
of the State of New Jersey or a combination of the two programs. 

Each member desiring to participate in a tax sheltered annuity 
program will complete the necessary salary reduction agreement 
for the plan or plans desired. The maximum total salary reduction 
that a member may specify is the extent allowable under Section 
403(b) and 415(c) of the Internal Revenue Code for all tax 
sheltered plans. Any salary agreement for the plan offered by the 
Variable Annuity Life Insurance company must be filed with the 
Board of Education on or before June 30th each year. Salary 
reduction agreements and any changes thereto for the Supplemental 
Annuity Collective Trust Program will be filed with the Board of 
Education under the rules and regulations of the Division of 
Pensions of the State of New Jersey. It is each participating- 
member's responsibility to maintain the necessary income tax records 
for either of these tax sheltered programs. The Board of Education 
is relieved of any responsibility after forwarding the monthly 
salary reduction monies to the Variable Annuity Life Insurance 
Company or to the Supplemental Annuity Collective Trust. 


14- TEACHER SUBSTITUTE CALLING 

Any change in the centralized teacher substitute calling service 
that would involve members of the unit outside of their regular 
working hours shall be negotiated before taking effect. 
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15-JOB POSTING 


The Board agrees to post notices in all school offices of 
job vacancies and new positions as they occur. a copy of 
said notice will be delivered to the Secretary of the 
Association at the time of posting. 

A ten (10) month employee wishing to be considered for a 
job vacancy which may occur during the summer shall so 
notify the Superintendent in writing on or before June 15. 
Said employees will be notified when such vacancies occur. 


16- MISCELLANEOUS 

A committee of three representatives of each party shall meet 
upon request to discuss the administration of the Agreement 
and to resolve problems that may arise. These meetings are 
not intended to bypass the grievance procedure. 

1. Each party shall submit to the other, in writing, at 
least three (3) days prior to the meeting, an agenda 
covering matters they wish to discuss. 

2. All meetings between the parties shall be scheduled to 
take place at a mutually convenient time. 

3. Should a mutually acceptable amendment to this Agreement 
be negotiated by the parties, it shall be reduced to 
writing and submitted to the Board and to the Association 
for consideration. 

This Agreement shall not be modified in whole or in part; 
nor shall additional items be added by the parties except 
by an amendment in writing approved by the Board and the 
Association. 
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